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Desr Burts

Bov thet our first unit 1s depleyed, it is expected thet it will
bs amcessary for you to send certain persomne oversess on TDY tripe %o
hapdle your Compeny's respensibilities in commection with owr sotivities.
We, therefore, wish to emphasize the procedures under which this TDY nove-
ment asy be nost expediticusly scoumplished.

In erder thet persomnel gain sccess to the zceme of our sctivities
this Hsadquarters sust provide them with suitable orders end rersotnl identi-
ficstion, It will be mecesvary thsi each individual have in his possension
s valid pessport; imunization record (Imtersetiomal Bealth Card) attesting
to ecupletion of irneculations for mesllpox, typhcid, yellow fever and tetanus;
and the alove mentioned documentstion. He should, therefure, like to be
advised as soon ae possidle of all TDY trips which may be pecessery for your

wl, It showld be emphasized th-t we should recsive sdvise in Besd-
qarters of wuch trips st least 21 deya in advance for these persorrel who
4o zot now have a passport, and et least 14 days in advance of the date of
departurs for those personrel who slvendy have valic passporis,

The informstion thet we would need oonaista ofs

The individvel's pame,

Eis heme address snd telephone there.

Eis poaitien in your Compeny {(Engineer, idnin Officer, etc. ).

Mis proposed itinerary.

The length of stay at our imsteilstion.

The purpese of the trip.

Nemes of specific imividusls wbo should be avallablc for
dlscussions vith the truveller durimg hie vizit tc the
isstaliation,

Upon receipt of the above laformation, we vill indtiele a reguest
to our Muit to zske sultable reservetions for bi.leting st the scewe of our
sctivities, and we will also furnish your traveller with inforastion
seacerning mesns of comtacting our activity onte the traveller has arrived
oversess. Trassportation reservatiome for the overseas portlon of the
Stinerery will be made by this Headquerters.

¥s carteinly bope by this procedure to mmooth the path for recessary
trips Yy persormel of your organization vho may be required to surocort our
activities oversces, and 1f there are axy points raised herein which reed
elarificetion, plesse advise uc st your esrliest converdence.
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